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*% Fi1le Menu **

1. Do Create A New Book (9F6 To I3 todt F41) 8
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5. Save As (40 FIZA O (TN T FIHET AL® F4) ¢
© 2 @ FIRADG FfAET HeFHF F09 512 GG Open FACS A SR
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® Save Click 330 Open F4! Fizaef @ T qfqe 27 Save (FTFH) T |
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ARSI @Z Page Setup Box 1/tF W&l Print Preview ™2t i 43z Print Fce #1f7 | “RSIce
® Ok Click 20 W71 2ro=sre todl w41 Page Setup Apply 2R I SIE! #It7 W (&= 77 Print Preview
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10. To Create Print Area (&9 5311 W2 73 94 ferds o tot 721) ¢
® @9 93 Page @3 Wy (A AW B vy wiwel wismred Print (f&6) F<ce 512 ©itd @ wReGE
EMreltd Print (f&°5) F4ce 512 (18 wi@=itF Block #8% Select 3@
® File Click
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@ Set Print Area Click 39t @ SRNG5S Print (f&%) T3 &=y tot 23 | A <@t Print (fer%) w1 =imeed
Print Preview Click 03 ™2te 17 | s53ices 13 %2 saiGsE Print (%) T (9 2@ T o9 T
S Print Area 5 3m fiww 595 Page 6 Print (/%) 3917 awem &8 S @ wraiGF Block #FF Select
IE A @ At Cursor e
® File Click
® Print Area Click
® Clear Print Area Click 341 & ®R5F 12CF Print Area Delete T @3 57+ Page 5 =<9 Print
(for%) 39 &y todl T |

11. Print Preview (f&% 317 =est Aw++) ¢
® @ w2 a1 326 Print (fa%) Face 518 @I Open 3 1 Print (f&%) 917 »7 «ft Fog mife =@ o
M &y
® File Click
@ Print Preview Click =21 Standard Toolbar @3 Print Preview Icon @3 tgy Click ¥9¢s1 Print
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® Open F© File stz f@ifee i@ & & Sub Menu & a1 w41 7@ Qe | @it <= e e
(TP (B 7 |

15. Exit (A 1) ¢
©® FIeeetd Spreadsheet Analysis Software (Microsoft Excel) 1205 281 I (e
® File Click
@ Exit Click 231 KeyBoard 43 5%y (2t Alt + F4 Press 3W@2 Yes/No F2f6 318 SRS 75 SFCS
1@ ©4= T @ File a1 Book & Save (31¢a+) TS 512 o1
® Yes Click a2 7 9419 &= Save As Dialog Box STt O FTH T4 ARONCS| FRHe el
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**% Edi1t menu **

% BLOCK T 8 @ @121 3 F4CS B G DI (1 (F1=IK ¥PCS We7 NS I el e 40 Drag
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3 4 e 27 @ @2 Cell B Block 9791 2 1912 |

K BLOCK 9T (MEAT 8 Worksheet @7 (3 T oI AT 35 501 =1 @ T Arrow
3 519 fest Block (3) Two TR |

1. Cut &l Paste (FRITF ST F1) 8
@ g Cell €3 ETHICE 83 F9ce 518 @12 Cell &= Block (3F) @
v Edit Click
v’ Cut Click T & (Ta1eTeTs SR << Lighting 2fs 2 o @ SRolE FIa 90 512 (73
Cell @3 Stgy Cursor 3t
v’ Edit Click
v Paste Click =52 Block (FF) T4 @ FMed 2@ Cursor @ SRR A4 TR (8 SRR
Ff*re =03 |
NB ¢ 953 S8 SaF Tafece (FTIE JSEd Fler Face AT 1 a4we ¢ Standard Tool Bar 93 M40y
@32 faelre ¢ Key Board 9217 FC3 | QTG S0 PAC GG HFP [0 (AT (S [ |
2. Copy < Paste (9 TN AFIIFIR AN 1) 8
V' @ g Cell @3 (121t GIRTI" Fom T30 512 372 Cell @t Block (FF)
v’ Edit Click
v Copy Click 90 @ (FLISTR SR @379 Lighting awf*e 2@ o9 @ wRew 4Ffda3=m e
T4 512 @12 Cell @3 Ity Cursor &0
v Edit Click

v Paste Click #w2 Block (%) 31 @t Cursor W SRR A4 2R @12 SRR adifawq gifre
A |

NB $SI¥E Q78 STF A O0® (FRIE QRGN BT Fer Faee AN | @=we ¢ Standard Tool Bar 93 ey

@3¢ faelzre ¢ Key Board I3 ¥ | QR No7 PCET A0S0 [A5Fpa @0 (e (Gree [ |

3. @aste Special (FF (F1N (AT (ACF AT GTIHCA 5 F1) 3

v Spreadsheet Analysis Software Microsoft Excel @3 W&y F& S WA S+F12 Microsoft
Word Or Microsoft Access (& @FF 192 41 AT | @ TRES 77 PR ©ite Ok Click Faw3
a2 Mode @ Paste 23 |

4. Paste As Hyperlink (JAXAACTE G 0 (A5 ) 8

v a3 Option 6 Internet (TTIRCI0) €3 &« Ae =7 | Internet (TTRCAG) A w1 A[C= @2 Option
Bx e <11 318 7R | 36469 W2 Option b7 etzes =7 1 |

Created By: Kamrul Hassan Bappy Bappy Computer Education Centre




Microsoft Excel XP

5. Clear (11 ! S_C&B (X)) 3
V' St @ T 91 SR (ers 512 @ Block/Select 3 vt
v’ Edit Click
v’ Clear @2 7055 Mouse Pointer fza

v" All Click %72 Block/Select a1 141 1 ST (0z A | 4% LR TG SINE S 5T
0o A @11 A S_qeesE@ Block/Select w9 4 KeyBoard @9 Delete Key Press S<ts® (w121
RSB0 (R A |

6. Undo (I 1S 311) 8
v’ gz e w91 @ Command (IW1) A1fesT 0 2@t st Undo @9 711 fes 21
v' Edit Click

v’ Undo Click 9= Clear/Delete €@ T (It ¢vell @15 frea s @9l @2 @2 Command
(FAG) @ MGTT FIC ST @ &9 Command (FNE)2 JifSeT 20 A |

NB $ SI5! Q78 e dafore NG Jifoq #4179 et Face A | d4we ¢ Standard Tool Bar 93 4w

@32 faelre ¢ Key Board 3217 FC3 | QTG S0 PAC GG HFP [450 (e (S [ |

7. Redo (a1 T F© T2 g =19) 3

v’ Undo €3 14w & Command (F®) & Jifes FAK A9 IM 97N W 28 @ Command (F19)
e w1 9% zafe w2

v’ Edit Click

v’ Redo Click 212 3ifes o1 FNSH (TR 5T W |
NB & Q%31 FI98 S dmiece fed a9 FNG (e 7 qeee 27 1 &we ¢ Standard Tool Bar &3 4y
@3¢ faeixre ¢ Key Board %7 FC3 | &CANCH N(H 0T Vo060 (A5 a5 (AP (S o |

8. Delete ...(CELL, ROW & COLUMN FHTH 8 TRY) $
* fAfME T Y= T AR T4 T AR 8
M @ Cell & crzes 512 @16 Select I
M Edit Click
M Delete Click
M Shift Cell Left Click
M Ok Click 212 Cursor @ Cell @3 Wty feet @72 Cell 6 @itz AT @32 @ Row @3 wi@sfe
T fneea sy Cell @te1 9o ez Arewt Cell & 57 9203 |
* 92 w7t oz 051 @1t BoE I 3
M @ Cell 6 clzts 512 @16 Select @
M Edit Click
M Delete Click
M Shift Cell Up Click
M Ok Click =tsi2 Cursor @ Cell @3 W4y fza1 2 Cell & itz @ @32 @ Column @<
@i e s =iy Cell @ttt «o ¢tz Treat Cell b 579 F963 |
* fame @3 @ a= g
M @ Row & I=ts 512 12 Row @3 s@+fe @ &9 @5 Cell @3 Wty Cursor &
M Edit Click
M Delete Click
M Entire Row Click
M Ok Click 35t=i2 Cursor @ Row @3 Wty el (318 Row B (WItz ¥t @3 W63 s (4=
Row @t @t (it e Row G 77 31 |
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* 9B 930 e =T 3
M @ Column & &=ts 512 712 Column €3 S@fe @ @&« @3 Cell @d Sty Cursor Tt
M Edit Click
M Delete Click
M Entire Column Click
M Ok Click F5te12 Cursor @ Column @3 <5 f@ 12 Column & (TR T3 @32 ©F W=
(2t@ Column @t @t (ez Aeq Column 5 o7 w97 |

9. Delete Sheet (STFAG GIRY) 3

vV st s @ @ @36 Book/File €3 Wty s1ia@Ts fovs Worksheet A | 9RRSITS SRl 321 9w 0 0o
S A, RS 2T 99 G52 NG LT 1 (ot 0o AT | QTS A NS N g T4 T | A=
Q2 (R 419 @22 MG A ISt #1247 e | Worksheet (IR &5 St @ Worksheet & irzts 512
@1 Select F@ ©R#=[

v’ Edit Click
v Delete Sheet Click
v Ok Click F=t=12 Select a1 Worksheet 6 itz T1t3 | ("l Worksheet F49€ (A S TR 1 |

10. Move Or Copy Sheet (9F% MB7 AFIHT Ff*H tot F41) ¢

V' e @i @ @ a3 Book/File @& Wt s oS Worksheet A1 | #RaS10s SIwl 321 w19 30 007 00
A, IS AT @2 492 MBI GFIF FP4 todt Fa0e I | TRITIS MG RS AP T AN | SN Q2 53
NG G 0 0o 1 PR G2 GRS S R ARONTS | G52 AB G T (ot T & Sl @
Worksheet @3 @ifeF 31 tost Facs 512 @16 Select @ SR

v’ Edit Click

v Move Or Copy Sheet Click F5ts1 Move Or Copy Dialog Box s9td ©3« @ Book/File @3 gy
e 41 70 @16 Select F@ ¥ w&7g & Sheet Copy 71 @16 Select F@ SRR

v’ Create A Copy Box 4 (V) oz facm

V" Ok Click =12 @ M5 wegiel S 71 0o T | @3 w0t % @35 Worksheet Delete 2@ 3
o1 3% w41 95 Worksheet 0 ea i <21 T3 |

11. Find (%= ¢dre) 8

v/ o7t A1 wiREe s Cursor T
v’ Edit Click
v Find Click 3= Find Dialog Box =iP1R w44 Find What Box @3 &5 @ Word T {ere 2@ i ity

v" Find Next Click 4t 7% @ Word 5 3te sitext @ sizest Word 5 @ Cell @7 st @iz Cursor @
Cell 93 01y 5031 A | ARICICS AR

v’ Find Next Click st 7% & Word B «<sifesaa <t @ e ihea I ez Word B @ @ Cell
@3 gy =ee Cursor @ 75 Cell @9 M4 Ot ATF 56 TSI | (AT (A e

v Close Click ¥t=12 Find Dialog Box b0 FTA |

[ NB s Find 1% @31 Key Board 93 14 face =7 | Find 9% <3 Key Board Key 2@ Ctrl + F |
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12. Replace (*17 ASF4N F0) 3
v/ o7t A1 Wiz s Cursor T
v’ Edit Click
v Replace Click 2t Replace Dialog Box =P1td ©¥9 Find What Box @3 st&y @ Word 6 afegisia
FACe TE ©f fo1d @3 Replace With Box @3 4y &lfegi=7 3= 11 I971Cs bi2 ©f forre

v’ Find Next Click 4t 7% @ Word gre ofhen T sz Word 6 @ Cell @9 Wty =itz Cursor €@
Cell @3 T4 501 A | *RISITS

v Replace Click ¥5ta @ Cell @3 st45 Cursor @ @ Cell @3 @216 afegifsre 23 | @3z Replace All
Click =2t @ Cell @ <ty Cursor 9 & Cell €3 @26 @i A0 T @ afegifoe
A | T FRAS AOFIo Tl (<7 RO

v’ Close Click 312 Replace Dialog Box 51 IR |

NB 3 Replace 351% w5l Key Board @& s facs =i | Replace ¥51® <& Key Board Key 21 Ctrl + H

13. Go To (W8 317 ot Few) ¢
vV s = Spreadsheet Analysis Software Microsoft Excel @3 <y @tersc Worksheet (€F#15)
Q@ 3¢v B Column (F1) @3 yeewy T Row (@) ATF | F6 FAF A AW 4T OOl @ &
Cell (GTe7) @3 s ISTF YW AI | 9]
v’ Edit Click

v’ Go To Click ¥t Go To Dialog Box =P1t3 w4« Reference Box 43 &y @ Cell @ @te 518 (12
Cell Address ft

v’ Ok Click 413 Cell Address S Cursor @2 Cell @3 45 5 II |
[NB s  Go To 5% wi5&i Key Board <7 e face #ifd 1 Go To 331% 95 Key Board Key % Ctrl + G. |

L R e R e L S e e
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*% yiew menu **

1. Page Break Preview (31 o F917 7 ReifF® ) ¢
v’ gt Worksheet <9 54 G g et @R ey Cursor @ed Normal Mode @ S@RgR
v’ View Click
v Page Break Preview Click

v 0k Click 3012 toqig® Page @t O SIER @4l ACF | Q4T @ SAFR (4 AR 6% o1} w_giree
Print (f&'%) =03 | @2 787 wfded Fwetsl Row a1 Column Print (f&%) =@ ©f «¥ Page Break
Preview (© SRZINHIE SleTOCI ML T |

2. Normal (5213 Freifke o=@gw @ 99m) 8
v’ Excel @ File/Book Page Break Preview T® FRZR
v’ View Click
v’ Normal Click Fae=12 Worksheet Normal Mode @ 51 9173 |

3. Toolbars (RS TaR1A (AT 932 37 F91) 8

v’ e w4t S5 Menu bar 1 &%) Command = ¥t Toolbar €3 =1y @ @2 Command et
I p© Fle H=AAme S0 A | AT

v’ View Click @ Mouse Pointer Toolbars &2 Tty e (o7tet <@ gy fifeg Toolbars List ™l AT | @2
wgR @ 7@ Toolbars & 1w (V) B2 wrewl Witz @ #te = @M Screen (@) @ T Active (Fiew)
SR IR | WA @ 3 Toolbars = I (V) B2 trew 17 4t e =@ Ghete Screen (W) @F W
Inactive (F@I7) S<gm itz | “weice @ 5w Toolbars <@ At (V) B2 e witg Gletei W5 Mouse
Pointer @l =@ Click et (V) 5% 561 At @k Inactive (&) 2@ AR S @ 7w Toolbars @
e (V) o= meat <R Gletta S Mouse Pointer @l 7R Click <t (\) Bz b1 WP @R Active
((%fer) 2@ AR | @@ Toolbars On/Off T2 T |

4. Formula Bar (FLARIA AT 9 IF F90) 8

v Microsoft Excel Program 43 €y & 349 7 @ &9 Cell @3 Wty & =itz ©f (Cell Contant)
w™4R & @2 Formula Bar (F1177%) 7929 341 2 |

v’ View Click 3= % Formula Bar (TR @ A AR < 7 (V) B mremt A e €id e 2@
Formula Bar (F&{F) Screen (#9) 43 W& Active (¥(@¥) SR¥RW =Wz 97=WeE Formula Bar
(FLTRIE) @ A SN W T (V) B wret 1 As oizeE € e =@ Formula Bar (F1919) Screen
(F¥) @3 W« Inactive (FER) SER =z | #79eics Formula Bar (F%1RF) @3 Wty Click 3@
Toolbars @3 ste2 Formula Bar (F1R) & On/Off 41 7 |

5. Status Bar (CHOTFRA (A @I IF F9) 8

v’ Microsoft Excel Program &3 W& S1& FAR 797 @ (FF Program @3 GHOR FCF 41 21STH &)
93 Status Bar (GOFRE) 927 F41 27 |

v’ View Click ¥4 4 Status Bar (COBPIRIR) @7 A AR Wea T (V) B mem e e 4 e
7@ Status Bar (GG5PRE) Screen (F¥) @3 M« Active () SBW Wk WM& Status Bar
(CHBPRIE) @3 9 “ieeE 9ea T (V) o mem 71 Ane wiRe «i@ fte 7 Status Bar (GBBFEIR)
Screen (FW) @3 M« Inactive (FEw) S<BW =Tz | *RSICe Status Bar (PHORRE) «@F Wy Click
3@ Toolbars @3 3tei2 Status Bar (FS5RRR) & On/Off 721 ¥ |
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6. Header I Footer (I3 TREIF € THIF (ST 3

v’ View Click

v Header & Footer Click ST Page Setup Dialog Box =TI (IR Sigyesl sis=i i File Menu To
Page & Margin Setup ftafee) wReR

v Header & Footer Tab Select =< 1 Qi=te1 Select ¢

v Custom Header Click ¥ats1 Header Box ®I1td w2« (<9 2c&=<e Left Section, Center Section &
Right Section gwjifnce fidrs #iifd, Toolbar ¥ JxTeOR =14 feergs, Page No, Date, Time, File
Name, Sheet Name o5t Select Tt 217 | @91 1% ewe a9 79

v Ok Click a1 Header Setting 2 314 | *RSIs

v’ Custom Footer Click St Footer Box SIPIE $¥e T 3052w Left Section, Center Section &
Right Section gwjifnce fidrs #iifd, Toolbar ¥ 32TeR =14 feergs, Page No, Date, Time, File
Name, Sheet Name o5t Select St 17 | @91 5% Fwe T 7

v’ Ok Click ¥=w Footer Setting =0 A | T Trafie fwrnepiica Custom Header & Custom Footer
Setting ¥4 (*1¥ *C

v" Ok Click %7 Print Preview Click ¥t Header & Footer I ew*e TJ |
7. Comments (T8 F41) 8

NB 8 Spreadsheet Analysis Software (Microsoft Excel) @3 Stqy S& 419 7N W 7Mz2 [feg
AR o a1 [feq @ 771 T8 99 A@ew = | Comments (W87 1) Option B3 & St
View & Insert €2 93 Menu 12032 F3¢e 7 | ©@ View Menu (=T33 Y3 7S IS 1AM 41 I |
SR @ @ Cell @3 g Cursor w@e¥2 Comments (T8 F41) Face AR | Sk & F41@ =est @ Cell
@3 gy Cursor A1 7F (12 Cell @3 52 Comments (T8 1) T | SIRCE NP SN T35 41 i

* View Click

% Comments Click F=s12 Reviewing Toolbar On T (S5&1 View Menu @3 ®@5f® Toolbars

@8 Reviewing Toolbar On 3t i) | *7@eite @ Cell @7 Mty Comments (T8 F4T) FACS 512

@12 Cell @3 sty Cursor & Reviewing Toolbar €3 SI&wg
(F). @27 Option (New Comment) 3 04 Click F2t@ Cursor @ Cell «3 7 et 718 Cell 54 W4 «%% Comment Box Test
@ | AR @2 Box @7 Wy wed) fdre A | qeid @ @ Cell @3 e Cursor &4 Reviewing Toolbar €3 &g 22w Option
(New Comment) 43 RIT) &3y Tt #If4 |
(4). fa®= Option (Previous Comment) <& 5 Click 4 Cursor 36 ® Cell & T iz 78 Cell & 4579 @R Cell et Comments (F6
) 31 SR GRTAT I T (7 |
(). wer Option (Next Comment) <& 5 Click 7 Cursor 369 ® Cell @& 3 o 72 Cell @1 *ka8! @ Cell @#ite Comments (W63
) 1 T G < % O |
(). 594 Option (Hide Comment) <3 55 Click @ Cursor 383 @ Cell 3 ey it (78 Cell €7 ey 193y 541 AR ©f A0 A |
@RI SRER @ Cell 7 BoER TR @I 7111 % emffe 24 | “kadite WK i sire 2@ @ Cell €3 g Cursor @04 & @2 Option
(Show Comment) <3 4 Click 71 83 2o 2 | %k 594 Option & @ @1 @@ Cell @7 T4 0od! 71 T8 2w+ 1 €38 (FIRIAR
G 4R 391 Q| M8 FIIA| A 8- Show Comment €3¢ em¥e 2wt Hide Comment Shaport 37 |
(). #i2% Option (Hide All Comment) <3 gy Click 3 Worksheet €3 T4y & 341 A0 FRGTE TOIJ2 R I | GRIA!
g @ Cell @3 g 787 31 9% PR Cell €3 $o7 T (@10 19 oz amii(e Z(3 | ARSI TR AT Te) g were
A W @ Z Cursor @4 @ €32 Option (Show All Comment) &3 47 Click 0 et w8 amffe 2 | widie %67 Option
f5 @ @@ Worksheet ¢ Ty (o 741 GFIe T6 2w F1 G AFAR G I9LR F91 | T8 (1A 470 8 Show All
Comment 43 @nf® 2%t Hide All Comment Shaport 37 |
(5). ©& Option (Delete Comment) <3 W&y Click 34t Cursor I3 @ Cell @7 Tty =itz (72 Cell €3 T4y 79 1 A ©f
(TR A | GIEF TTLG G (0O F @] TWRee 512 (et Block/Select 767 Delete Comment Click #4te 20 |
NBs Reviewing Toolbar @3 wi&ag 7ew, 5% €3 799 Option &t Internet (FBRTAG) €3 FCE IR 391 2 |

Created By: Kamrul Hassan Bappy Bappy Computer Education Centre




Microsoft Excel XP

8. Custom View $

9. Full Screen (2 Feea ) 3

v’ View Click

v’ Full Screen Click =t oo FIZEMN el Feged MR AT | 2_TSICS Screen ORI HIFEA
I

v’ View Click
v" Full Screen Click <t w2t Close Full Screen Click ¥t Screen 5 i< swgm anffe 24 |

10. Zoom (BT 2 T3S AR F¥41) ¢

v’ View Click
v’ Zoom Click =t Zoom Dialog Box SIFta ©49 (@ ARCTG(%) 4 ew*q F7cs 518 ©f Click 3%
Select ¥

v’ Ok Click 390712 G2 ARGTS(% ) Spita FIeE S (25/T 20 |
NB 3 =7 J4te 7@ 5@l Standard Toolbar U3 RS Y7 ARG FIF W T3 “ffaes Face #Aif4 |
Fita wreiis e 3w 2oz 100% |

sk sk ste sk sheste sk sk sk seske sk sk
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Insert menu

1. Cells (99 CELL, ROW'S COLUMNTT F1) 8
NB 3 Spreadsheet Analysis Software (Microsoft Excel) @3 W€y FI& FI9 N7 SHCFF FN7E T9
362 Cell, Row 8 Column % F9F 4E F | @ (FF IR @A 4y T9«1 Fd Cell, Row ¢
Column W17 1S BIZE U2 IAC QG AR ©f T A& | (1 g @11 Acet G Cell 99 g T
3@ Cell, Row @ Column T F9E IS0 RCR 1 ©f Y7 FR(E3 @R T | A9 D0 Qe
Cell 93 45 FET Fa0e1 ARG @RI T 91 | ©F FEHH Row (@) @3z Column (F&1N) @3 T3
fg fored [eee Sreetet 3 |

* N AT Cell (GFT) TR 1 6-
V' @ Cell 57 3 =it @3 Cell (G7) et T3 eared @13 Cell & Select
v Insert Click
v Cells Click
v’ Shift Cell Right Click

v’ Ok Click S92 Cursor @@ Cell €3 &7 2ot 312 Cell B @< Cell BT 56 A @< AN
et @3 Cell A 2@ | @FifgF Cell F90© 513ta Block/Select 08 T3 |

* BAtE Cell (G7e7) AL 41 8-
V' @ Cell 53 oita s @3 Cell () st w7t earem o712 Cell 5 Select 3
v’ Insert Click
v’ Cells Click
v’ Shift Cell Down Click
v’ Ok Click 8 Cursor @ Cell @7 Way fet o712 Cell 5 «= Cell Fts 5071 A3 @k
TAEd e @6 Cell 1t 263 | @it Cell F9ce 5130 Block/Select ¥4 2 |
* BoITaR it @36 Row (T Aot 1t o-
v’ @ Row 53 oIz s 36 Row () e 1 e@iem 612 Row (@) e Cursor @4
v’ Insert Click
v’ Cells Click
v’ Entire Row Click
v’ Ok Click 3512 Cursor ™ Row (@) @3 T4y &t <72 Row (@) B &t5a Row (@) ®
B0 IR @3 TAEE d @b Row (W) Ao 2@ | ¥Fifes Row () A0S BiReE
Block/Select 9t 23 |
* 9 it @3B Column (F1IN) FALTIo I 8-
v’ @ Column 57 3% s @6 Column (F) Fiewtel 1 @amee ¢i2 Column (1)
te Cursor &R
v’ Insert Click
v’ Cells Click
v’ Entire Column Click
v’ Ok Click 52 Cursor @ Column (31%) @3 W<y et @18 Column (3a1w) 6 it
Column (F#11%) @3 0T 5C& AR @3 AN MF @36 Column (FAIN) LI R | GFIES
Column (I=7%7) F=c® 513031 Block/Select 9 =01 |
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2. Rows (9% Tt «3Ifgs @ AL F41) 8-
NB 3 30 Row (Tdl) @3 &y 67 @141 AR PR Row (1) (9 T34 36 Row (T A1 401 Ieio R0R ool
S 47 =R @RI IR | SRS SRS T Row (W) @3 Ty I 7o 363 Row (T 1% T4 IR O @
AfTS 7 T I A | O IR Row (@) &3 e 5g foreet [ess simetet 37 |
V' ¢ 1 a3l @ T Row (1) S wars 513 (712 ¥4 Block/Select
v Insert Click

v’ Row Click 413 Tgq Row (CAT) A< 7(J |
T AR, @ F36 Row (@) Block/Select 41 9@ o1 5% Toiw it o b w99 Row (@)
AL RS |

3. Columns (93 I QT TN AL F41) 8-
NB 3 @ Columns (F#11) @7 3exy g @14 4603 PR Columns (F1W) @3 &y 9 w8 Columns
(FFETIN) AN A FEM0 BCACR Bl ©F Y7 RS2 @RI AW | w9 S el Columns (F#119) @
<y I T F0@ Columns (FEN) AL F41 AW O (@1 2Af7e o7 F41 A =1 | 918 I@=6 Columns
(FTN) @3 ey g ferea fHeee sreeter 3
V' 3 71 «9ifs @ T Columns (FT1) <A 0 512 (12 7515 Block/Select 7
v Insert Click

v’ Columns Click 413 To9 Columns (I=T1) AL =R |
N AR, @ F6 Columns (F#1%) Block/Select F1 217t o1 55 I firrs 7% wofb g7 Columns
(&) AL A |

4. Worksheet (T2 STIFA0 coal A1) 3-

(417 TR TR SFF ¥ A9eTS I@ A6 9 =2 Spread Sheet. Excel @3 A== teeeAitire &Koy

YR O T IR AfTOF A T A7 |

3. Starting The Excel (4t 55 1) 8

%48 Rl e Microsoft EXCEL =eett @6 Windows fefes Application Program =it

Microsoft EXCEL @3 Wqy &tq= S & @ewg Operating System Windows @3 Screen

Open @ (A3 geareacs! Chart Type @32 Chart Sub-Type Select F9® 23 | 912l @2 Dialog

Box @9 w552 Custom Type Select %@ Chart Type List 12tF @ &9 @6 Chart Type @9 W&y

Click 91 B AC*F 903 Symple Wl Tt ©4F 2lgvve Select F0F ©F7K

v’ Next Click 3 559 @w@emwrs! Series in @& Row Or Column Select F90® T | Q4T
SR SIS CF@ Rows Select 340 ererai faws fofers [ifey wa-w@iome Tvaetet ¢t
e | weEmed Columns Select ¢ 2@-RIQR1 ateyee R[fey aw @ 79 ¢iree ©f 93
@41 AR | Row Or Column Select 99 7=

v’ Next Click e Chart Title Box @ Click %t Chart @8 & (1 =13 fate 512t ©f 72t 204 |
(ST 2 SPIIea 19 =62 Student Performance) | feoa s Catagory (X) Axis Box @7
gy Click 363 (X) =% -9 (@1 2 ee 518 ©f foute 763 @3k Value (Y) Axis Box @3
Mg Click 3@ (Y) =% J[RA @ o Wte 512 ©f f14te 201 | (IR 28 P 93 13
(¢ (141 =63 Subject & Marks) | ?RIeICS

v’ Next Click ¥ As New Sheet Select w41 tofige 5155 74+ g7 @G Worksheet @ s
501 AMCA | 3 &dfa ®¢ Chart 52 Print (f86) 2@ | w°RWcE As Object in Select Fac
teFS 56 @3B Object MR ST T© PR | @2 ~MFforse (of a0 TF% I THRE 56
Print (&%) =3 | @y @, Chart % Select ¥4 =<8 Print (&%) Fae wyw@ Chart
w&<a Print (&%) 2@ | =9 Chart 5 Print (f&%) 9t v13ta =@ ©+19 Cursor tat¥ Print
(f&r%) F9te 23 | Chart To4! 391 #R Design 391 [@ifTe *mafs #reaa 736 (4@ (o 74 |
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6. Page Break (%31 ©T7) ¢-
NB s wis@1 @ify @6 Worksheet @3 sty T4 3411 o141 &3 ©%4 IARIRFOIR Page (581) todl 2®
AP | FC IR T WIS (@2 G2 Page (580) & f[feq Page (581) @3 &y eaia=sice! Print
TR MAFF 2 O (@ (I Page @3 F47$! (@ (@9 @R91¥ Cursor &4
v’ Insert Click
v’ Page Break Click 351 & Page 5 (ot w2 it 7@ IR @oitd Cursor T TG @ @
Page & AP S Ol 41 AW | *[Ieice Page Break oIt (el I SR {3 6
FremE & @ Cell @3 54y Cursor &t Page Break 3@feers 12 Cell @9 3ty Cursor &
v Insert Click
v’ Remove Page Break Click #9013 =&=<ga feea a1 |
7. Function (o1 311) 8-
NB 3 Spreadsheet Analysis Software (Microsoft Excel) @3 &1 &2 2t f[fey asiw f&oma <=1 |
Function J9R% ¥ @19, R, ««, o7 Topfn Kfog g o7 47 =eed F41 I | Function I7&4
IR AR @ FIOTE FA0S A B G2 FeeEiz KeyBoard I92F 303 41 A | @2 3 “M&6d W04
KeyBoard I<q7 968 6 412 Tew | FF9 Function JIRF I 2 IO IR N D
efsarel Witr | &R AR G 5y ©2 Qe 27 | [ e (e =i@a AR Sisal wate! Fieke 3 |

A

B

C

D

E

F

G

H

1

J

K

No-1

No-2

No-3

Sum

Average

Maximum

Minimum

Root

Multiply

Dividing

Mixed

D2

E2

F2

G2

H2

12

J2

K2

e

O\

(

NUMBER

)

~

e

N PAEI A

SR Sorad w2t Sewre! e | siwt @A KeyBoard 5929 303 ey 7w f&orw féia |

T 8 D2 Cell @ Cursor @&t2 fo7ate 263 =SUM(Start Cell.End Cell)<=
QI E2 Cell @ Cursor Tt &1t =1 =Average(Start Cell.End Cell)<
T AR 8 F2 Cell @ Cursor T34 &14te 23 =MAX(Start Cell.End Cell)«<=
T2l A0is G2 Cell @ Cursor @ed ff1ets 2@ =MIN(Start Cell.End Cell)<
BREGE] H2 Cell @ Cursor e f&te 23 =SQRT(Any One Cell)<=

o 12 Cell @ Cursor t=t2 f12t® 21 =Cell*Cell*Cell«<=

ol 8 J2 Cell @ Cursor @4 &14te 23 =+Cell/Celle=

el ¢ K2 Cell @ Cursor Tt f&14te 2@ =+Cell+Cell-Cell«=

NB 3 3 FC3A AR FA0F 7T Fe184 () I00 (AP 9R FA1 () IO G =301 403 (76 =7 |

¢ To Copy The Formula (¥ 3% 331) ¢

NB 3 s @osq (A2, B2, C2) 42 feaft Cell @a T+ fofe wta D2 Cell s &
3@ K2 Cell *¥® w15 a3i7 Tl 5929 63 20117 Fa1 e | feg fovs es widis (A3-C6) +1fw
@ TRRGTE ST AR A @7 Foa e I Te Sass TRE (sl AF S EIeER oIk (@@ $99
oIt 2 froag JETCaw NTbaStetle @ Awle I ([ FACS =0I | 68 71 & S T Tes o=t 39
G2 G2 I FaCe AR | Gy

D2 Cell Wz @ sta K2 Cell %@ Block/Select 3t Copy Comand a@ie 3fa
s7R D3 Cell 2t &2 3 K3 Cell 788 a1 fiea s 1M wie it Sizee FRetet a3
Block/Select ¥t Paste Comand &Taia 3 | T Fenietst Copy (F(9) 2@ 71 Il& @0
AW A M |
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8. Name 8
-> YIS (712 |

9. Comment (YB3 F1) 8-
NB ¢ ==t Comment (T8 F1) 73 [@1f7® View Menu T ST FER | @3 7RI &« Cell @7
ey Cursor T4 @ (@9 [RAER 8919 I837 341 I | €2 Ffet oiat Insert Menu 1@ F3cs i | @ v
QT SR TG F41 ZET A1 | AW T 71 ACE ©&@ View Menu T P10 @gF, 91 A= e sy 9 |

10. To Insert Picture (2R =) 8
NB ¢ Spreadsheet Analysis Software (Microsoft Excel) Program @@ Faiw =itsl fro32 Word
Processing Software (Microsoft Word) Program & 3tat=s | ©izesi %328 Microsoft Word @3 sty
Insert Picture (2R =41), Modify Picture (2R 3=lig), Movement Picture (2R ¥¥®7), @3z Delete
Picture (=€ Gliwl) Tejin Micaces ee1 =g ™1 | Microsoft Word @3 Stst Microsoft Excel @3 Stay
ey “mfors =f = T™ | @ 8
1. Clip Art System 2. From File System 3. Auto Shape System 4. Organization Chart System
5. Word Art System 6. From Scanner Or, Camera System.
TG AROYET AR B A AT | (@ AR(OGCOL R A (@IF 1 (o A0 T A A, (@ (P 7o =<
S0 RS SR A7 B[R AL, AT G2 (NRIE Aafe Q38 T3 | W 1 2/ ©e1 Bwcaa Mgy 67 |

11. Object (7% FI7) 8-

® Insert Click

® Object Click ¥ Object Dialog Box SIPtd ©3F G437 S4Iwg

® Create New Tab Select 303 o3 @ &9 @36 Object Type Select 9™ WG & Object 1AF &
g Import F7c® % | @3@ Display As Icon Box @ Click 41 2i%5ts1 (@ Object Type Select 1 A6t
1% Object @3 Icon 6 Import 2@ | w*7WE Dialog Box SR =<

® Create From File Tab Select 3@ Browse @3 e ss& Excel 3 S 71«) Program T3tF (od1 41
g Import T Iif7 | ©t3 €3 *f&fere ARl Import $97 ©1& Picture Mode @ Import T3 |

12. Hyperlink (JARAAETF) 8
D 32 Internet (TTRTCD) T FICS I I =T |

skekeoskokokokok ok okook sk sk skokokok
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** format menu **

1. Cell (T wewrrs g @ifbe) 8

Spreadsheet Analysis Software (Microsoft Excel) @3 gy <& <19 3 [foq @R e Tows
FIfoe FACe & | @ (@ I FICEGA FA6 Codl Fa9 & Format Menu @3 s&=g Cell @3 Ry e
Al | @7 Mo = Number Setting, Alignment, Font, Border, Pattern, Protection 3ejiw sie Face
Al | 0 AITS =7 @ @ T Cell w8 e @Ifor T 512 @12 Cell @1t Block/Select 9t 2R |

® Format Click
@ Cells Click F=tst Format Cells Dialog Box =Ft? © @ Dialog Box &% Wty Si=tmi

v St =AM 5717 aQwi*fe 70d | @3 =36 BIitad AR =¥ &icaR Cell Setting F1 IR | SOF SS&! G71R
@i @2 =7 57t (@ ioa AR [ e w41 T |

(A)

(B)

©

(D)

(E)

(F)

To Use Number Tab (7% 5137 I7TF) § €@ AR NN R @B F909 A7 | TRITD (Fe@
I A Tt @ (0) 7E, AT Currency % meal, 7ite Purcentage % e,
A7tE Neumaric T2TF Text @ 2Ifiqe &1, 7tEF Customize F TG Fiw Fa00 AR | ALAF
*F<3R fFfam s9R &= Block/Select 2R3 @3 Tab (359) @3 wi&9% General Click 3@ Ok
Click 3t 23 |

To Use Alignment Tab (J=EFGTG Giite 20F) 8 @ &9 Text Or Number @& Block/Select
IE@ 92 GICIR ARI [y @iites Areit A 1 Text Or Number & 2RRER FRea @eam &
Block/Select =™ ¥ Tab (5717) @3 9i&9% 0 (¥77) Degrees Select @ Ok Click F90® T3 |
To Use Font Tab (¥ 571t3d I192¥) 8 Format Menu €3 S8+ Font @3 AR @S [fog 7w
ez Fa Fe wwa Microsoft Word @ ftafe | @aitme 55 @2 sfets Block/Select Aieigm
Font Tab Select T9[ 77 =14t [y 7w Twigd wca I79 To=ae Format T4t 71 I | RBA
@ =T &= Block/Select 28R @2 @ Tab (5719) @< w&w8 Normal Font @3 I fis 5%
o= M Ok Click 39t T3 |

To Use Border Tab (I¢i 55iz@ 3572[) ¢ Format Menu @3 ®@+fe Border & Shading @3
TR @S [fey 7w Border Mem Fiw wiwat Microsoft Word @ fitfg | «eite 5 a3
sfafece Block/Select 24RE™ Border Tab Select Fa1 27 @ET<ite Kfog % fGeigs aq W7
2o Border MeAR e 41 7 | FRIA @ W & Block/Select FFRER @2 @2 Tab
(5717) @3 w498 None Click @ Ok Click F9T® T3 |

To Use Pattern Tab (°7i51 551t39 9929) ¢ Format Menu @3 =@+s Border & Shading @3
Shading Tab @a MR XM Background @3 Sty ey w99 Color () TR & SRl
Microsoft Word @ fitafg | aitys % @2 smfore Block/Select A8 Pattern Tab Select
A *[ @4R Background @3 st feg 789 Color (k) I M=a 2rT® Format tod 1 I |
SRR e TR & Block/Select 4R 92 @3 Tab (5719) @3 w&@wg8 No Color Click 3@
Ok Click F3t® 23 |

To Use Protection Tab ((2TGF* 5717 IR ¢ ATAGH (2 |

2. Row (&1 7zt feq =) 3

() To Change Row Height (& 93 Twe! ~fkaes F41) ¢

v’ @ Row &t St #1f<s +40s 512 (et Block/Select
v’ Format Click, Row Select &t

v Height Click 0 awemss Swe! # fica

v’ Ok Click #9@ Block/Select 3 Row &% Sl e T |

NB 3§ St 14T 2@ @, 4o Row @3 Feifd Swel $3.9¢ |
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(¥). To Normal Row Height (1 43 Twoel Freifis <41) ¢

o @ Row (@) @R Swel TORE e 52 18 Row (@) <R SwHel SHeiRe AFRIN
Block/Select &

@ Format Click

@ Row Select I

< Auto Fit Click ¥5t=12 Block/Select $© Row @t=s $®l Hrelfqe 201 | W1 477 Height Box
Open e 3R.9¢ 12 Ok Click T2 Block/Select $© Row &1 Thel Fei< 7(J |

(*). To Hide Row (G s[f<ca 140 ¢

@ 7 Row (@) &t e a1dts 512 Geten Block/Select 36
@ Format Click

@ Row Select ¥t

@ Hide Click ¥t Block/Select $© Row @l T3 ML |

(¥). To Unhide Row (=@ 741 it e =) ¢

@ ¥ Row (@) @ f6f{0a ace 512 GIete™ 439! 8 77! Row (@) 7f Block/Select F¢a
@ Format Click

@ Row Select I

@ Unhide Click 20 S@e! ™ 141 Row (@) @ P SR 93 Y T3 |

3. Column (F=1% e [{foq T1w) 3
() To Change Column Hidth (F=1% @3 &3 “fF3eq F1) ¢
@ ¥ Column (F1W) TR 27 “Ifiqe Face 512 @1eeET Block/Select @
@ Format Click
@ Column (F=71%) Select I
@ Height Click 33 graiemss &% o e
@ Ok Click =1 Block/Select 8 Column (IF#11%) @t 2% #ifies =03 |
NB 3 7 F14ts @ @ &fsB Column (Fe11) @3 TOIRS &3 b.89 |

(?). To Normal Column Hidth (35119 93 &g Tk F41) 3

@ @ Column (F%) @R &% Felfked e 512 (12 Column (W) ST ¥ SHOIRS PRI
Block/Select ¥t

@ Format Click

@ Column (F71%) Select 3¢

@ Height Click ¥t v.89 fitd Ok Click ¥t Block/Select $© Column (F41%) 1R & TS (S |
I7amE Column (F411¥) TR &7 Sk A Block/Select @

@ Format Click

@ Column (F=7%) Select I

o AutoFit Selection Click 2t Column (F471%) &R 45 &R 947 fofe Fa Column (F971%) @3 47
fadifae =@ |

(*). To Hide Column (=% sf5¢x 1<) ¢

@ T Column (F#1¥) e F[H Ao 512 @t Block/Select @

@ Format Click

@ Column (F=7%) Select I

@ Hide Click ¥t Block/Select $© Column (F=11%) @1l 0 ML |
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(9). To Unhide Column (sIf%cx qi<i1 et fefac =) ¢

@ ¥ Column (F1) @tel T S Ts 512 ETeteT™ Ze! ¢ *7@e! Column (F=1) ¥f6 Block/Select
BJ&)

@ Format Click

@ Column (F+19) Select 3

@ Unhide Click 901 S@3! 7 a1 Column (I @11 fRF SIPIER @3 I =03 |

(®). To See Column Standard width (FTGR TS 47 @) 3

T IG FACS AEF AN FAWMHE Column (FAN) @ FoRE 8F F© ©f A I8 AIFCS 2AF | 93 IIZW
Column (F=7%) @3 Frei(S &Z @LE &

@ Format Click

@ Column (F+1¥) Select 3

@ Standard width Click ¥9t=i? Standard width Dialog Box 9Pt @R @? S8 S@l Column
(FEIN) 97 oIS 27 @MAre AR |

4. Sheet (STRAG s [Kfoqg 1) ¢
(F) To Rename Worksheet (STFRGT T “fiqe 1) 3
@ @ Worksheet €3 7 #ifiqed Face 512 78 Worksheet @3 <y Cell Pointer e
@ Format Click
@ Sheet Select ¥t
@ Rename Click 0@ “ffere a1 fotd Worksheet @3 @ &« s Click 5512 Worksheet @3 95
ESSICECH
(?). To Hide Worksheet (€750 0 Q1)
@ 1 Worksheet 5 s[fs 714te 512 18 Worksheet @3 sty Cell Pointer tat
@ Format Click
@ Sheet Select
@ Hide Click Fats1 Worksheet & &t 1t | 77 714t 203 @@, 740" Worksheet & sfse et ai@ =it
(). To Unhide Worksheet (Ff0a At eqaioes ffaea =) 8
o Worksheet TFH Wg @39 @3 Book/File @ 43
@ Format Click
@ Sheet Select
@ Unhide Click 912 Unhide Dialog Box =PTtd ©% @ 7t Worksheet & e wi@ce 512 @13
e 9= Click (7)) 3@
@ Ok Click Fa=12 FfH0a T S0 6F TR |
(¥). To Create Worksheet Background (€TG53 2T (Ae1) 3
@ 7 Worksheet 57 5reai®e e 512 18 Worksheet @3 Sty Cell Pointer Tt
@ Format Click
@ Sheet Select ¥t
@ Background Click =t Sheet Background Dialog Box 31td ©%« From File t12t& @ &9 936
=9 Agwre Select I
@ Insert Click Fats1 3% Worksheet @3 Background «3 Sta5 Select 3 2Rif6 5671 M3 | 03 @ =R
wgw@ Normal Mode @ &wf*f® 2@ | 9idie @ 2R Print Preview Mode @ ewf*fe 203 91 | #aSics
@ Format Click
@ Sheet Select ¥t
@ Delete Background Click %t Worksheet 5 9570 51 a3 | wdie Background @3 =R 0z
qI |
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5. AutoFormat (GRe= ey 7w widq +41) 3
(¥). To Create AutoFormat (feei2+ tedt 341) 3
o 7 70 Cell & A& AutoFormat (i) F2ce 518 12 Cell @@=t Block/Select ¢
@ Format Click
@ AutoFormat Click ¥9t51 AutoFormat Dialog Box =Pt ©%« Table Format List t13(&F “lgWT®
Style Select ¥
@ Ok Click =51 Block/Select ' Cell @t sigws® AutoFormat 2 IS |

(?). To Delete AutoFormat (Teei3s Iw (qe) ¢

@ 7td AutoFormat 391 Q19T R | SIA°[

o 770 Cell @3 AutoFormat (fSeigs) Im e 512 @73 Cell @w@icE Block/Select 6@

@ Format Click

@ AutoFormat Click ¥t51 AutoFormat Dialog Box =Pt ©49 Table Format List t12t& None
Select ¥

@ Ok Click F5t1 Block/Select F© Cell &l (tF AutoFormat 3% 20 I |

6. Style (Frerz TaCxfbe fEenda okt #41) 3
(#). To Create Style (3137 tod! 1) 3
@ Format Click
@ Style Click F=t Style Dialog Box S31(3 ©39 (@ (PIF @6 7% feye
@ Modify Click 32 Cells Dialog Box SIM@ ©29 @2 Box 93 WRFOR (@ I3 J& 4 el 712
F41 AR | 77 gore 7qeeE Style Setting @ 1837 Ok Click T2 B2 tod! 20 AR | A =0
o9 Style (Fwzw) 5 == Modify (F1e*14w) Fce =11f |
(¥). To Apply The Style (fee2t= == 1) 38
@ 7 Cell &= Wty Style (Twi2a) @3 5727 T30 512 @18 Cell @t@E Block/Select I3 ©iR#R
@ Format Click
@ Style Click ¥t Style Dialog Box SIFTR 44 (@ 7GR Style (fT&r13e) @3 I92 F40© 512 (12 =i
Select ¥ SR
@ Ok Click 330® 2@ | T toaige Style (fewiza) 3 T9%7 TR |
(). To Delete Style (fC&i2s )
@ 774 Style (fTwi2a) tod! T4 AT (I ©R7[
@ Format Click
@ Style Click S=ta Style Dialog Box 91t ©4+ Style Name List 1263 @ 7its Style (i)
(NZC® 512 (12 WG Select F6 SR#R
@ Delete Click
@ Ok Click 37612 tedig® Style (FTeize) G cite AR |
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** ftools menu **

1. Spelling (T ¥z F) 8
o TG T AN I QI LS (F G AR O (6F 41 1 15 w19 & Cell Pointer File/Book @3
YPro (R
@ Tools Click
@ Spelling Click Or Keyboard Key F7 Press 32 @ File/Book @3 &g (I« I« Q&1 031 N0 2
o @ ¥41 & Spelling Dialog Box SPa 27 @ File/Book @3 Sf§w8 @ Word & &1 3t w7 7= <12
Word @3 <5 Cell Pointer 5t71 TR | @3 S<g@ I & Word 57 @& a9 Computer Dictionary TS 21tF
©td Suggestions Box 43 W&y 18 Word 57 sy wa Il (it | o2+ aW @& I qoe Arel 1 1
31 1 4te ©td Change To Box b3 W4y ¥ 141G felcd Srm
@ Change Click 3901 &4 & IFA0 7 =0 |
@ Change All Click 3 @ IMAG T9I1 g F41 ST IS AN 9% T |
@ [gnore Click T3 & IR @7 ST 2@ 71 9l (@OIR =z 5% GTong 4= |
@ [gnore All Click F5= @ I TR T2 T4 W2 FALTAR JRZR A |
- qOIF IR I &7 1 (¥ 2 930 Dialog Box SR €24
@ Ok Click 90 T(J |

2. Auto Correct (FALETSITI ALY 7eT) 8

@ Tools Click

@ Auto Correct Click T Auto Correct Dialog Box 973 1949 Replace Box @ Type ¥« N @2 with box
9 Type ¥ National Computer Training Center S

* Add Click

@ Ok Click F® 21 | Rsits @ @&« Cell @3 5t Cell Pointer @t N Type 3@ Spacebar 1912
National Computer Training Center =<1 2t F0tq |

3. Protection (MII*el me) 3
@ Spreadsheet Analysis Software (Microsoft Excel) @ F1& S N 7S T2 FMGTS S FIe
FACS T | G FIEE N AW (FS (T ARTOT I O AT I@ IR F1o R @ACS AN | O S (@
Worksheet @3 Wty se 3539 @18 Worksheet 53 f=iorel fqam w1 diew =8 e @ Worksheet =
farerel fagiw w1 aeares 18 Worksheet @ Sty Cell Pointer TRt
@ Tolls Click
@ Protection Select
@ Protect Sheet Click ¥4t Protect Sheet Dialog Box 91t ©2s Password Box 4 @ Password &
fate 512 @12 Password & ferc
@ Ok Click 03 %7 Box @ @ «%3 Password e
@ Ok Click Fats1 @ Worksheet 53 ffaioat fixiv 23 @@ @ Worksheet 5t @ g «ifiasy sare 581
T | AATOICS AR PTG FACS R N
@ Tools Click
@ Protection Select ¥
@ Unprotect Sheet Click 3@ @ Word %@ @ Worksheet f6 Protect 1 =itz 18 Word 5 fera
@ Ok Click ¥wa #5eits @ Worksheet fore i fg «ifiass Fats 681 3 |

4. Goal Seek (73 fadia= 1) 3
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&N 3 GG FITHR T FAC© AT | O T & *1S X! A 51 S0% A | TN I 8¢ % W Moo =
3 2lfe [T 9,000 BIFT ARTHIY Fa00 201 | T B 53T | 9347 [HE $ATATF ™16 @ I+, I3 Gl
@3 W BT AR ([9 T4 ?

TET 3§ THET 2N (ATF AN T (AN ©F ARARFCS 9 (@@ FA0e @ ©f N Goal Seek “afod ke
T3 FACO AT | CICH@ T &I SURTE| 763 2 SPAIed foltd (e |

A B C D E
1 Interest Terms P. Price L. Amount F. Payment
2 10% 12
3

@I @ Ao D2 Cell @ @ fogd = C2*55% <«

@3 (& B E2 Cell @ @ fo1gq = C2*45% «

7R G Ao C3 Cell @ @we 713" = PMT(A2/12, B2,-D2) <
A7 o7 2o C3 Cell @ @d

v Tools Click

v’ Goal Seek Click w1 Goal Seek Dialog Box Wta ©49 g3 Wiy Set Cell @ f&ig" C3, To
Value: @ %&1g5 7000, By Changing Cell @ 7138 C2, @3 1237 OK t® Click 3+ | S @™
TG @ 3617, AN BIFT QIR 99 BIFR AR QA0S TR | (@I 901 AP Rrwcaa 1=y &9 |

5. SCENARIOS (%3 *B14) 8

& ¢ AT (AR G Al 0O =R | O G T *1S 2, WA B d0%, TG YR ©0o% T re =@ | AR
SHRCAY R TR 3¢90 IPTRR N | 07 i SR o 8 Al (/W 8

90,00,000 BT ¢ IRA | 3¢,000,00 B1F! R0 IZF |

20,000,00 BIFT 3¢ IF | 80,000,00 BIF! Yo IRF |
Q2 02 = SAATF TG T &0, A 51T G2 999 BIPR AR (@7 T4 2
6T ¢ TR 2 (AT SR A (TN O “HfFeafce T (@7 F0e 21 ©f wiwd SCENARIOS “afod SRem &
TS AR | PICHCE &0 Al SLATE! 057 = SIpied et @ |

A B C D E
1 P. Price Interest Terms L. Amount F. Payment
2 10% 15
3

@I @ Ao D2 Cell @ @ fo13d = A2*%70% <

@3¢ (& 25 E2 Cell @ @ fo1gd = A2*30% <

o @1t Ao C3 Cell @ @ 9" = PMT(B2/12,C2*12,-D2) <

SieR @ o C3 Cell @ e

< Tools Click

< Secnarios Click 321 Secnario Manager Dialog Box SIFTt3 ©27 22% *[$f5 (9000000 BIF 3¢ ITH)
S A &

<o Add Click 33 $#tz@ Box @ *It$3 7 o4 30lac, 15yr ©R°R 63 Box @ feigd@ A2,C2 (Purchase
Price,Terms @3 Cell No). s==%

<= OK Click =t Scenario Values Dialog Box =PTtR 89tad Box @ o1 bR #ifesis (3000000) «@3g
fee Box @ 14 @ G wfieg I=@d AfRwE (15). SRR

<o OK Click 39t @ *$f5 1@ Tt (17 T | @ @F2 “Mafers vy Srafie Swyey *Sete a3t a3t I
NS B | DS

< Close Click 3t Secnario Manager Dialog Box 5 5t 23 @3 swe€ice e If¥e St Feree
e 3 |
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¢ To See The Scenario (TFIRe W) ¢

O T SRR TR (<78 G (AT

< Tools Click

< Secnarios Click 91 Secnario Manager Dialog Box =IFTtd 49 (@ Secnarios & awa Fats 513
@16 Select A

< Show Click ¥t Select 9 Secnario 67 @iz emffe =@ | em* =ta Close Click w9
Secnario Manager Dialog Box & 5t 23 |

¢ To Delete The Scenario (FTwIRS G ¢

O BT FIGGTE] (1T R (VT A W0 F0A FBCAINRS W AN STATG (FR L (R T &y

< Tools Click

< Secnarios Click ¥t Secnario Manager Dialog Box =1t ©%« (@ Secnarios & (ere 518 @16
Select ¥3

< Delete Click ¥t Select $© Secnario 5 wItg I | w18 Close Click ¥ Secnario
Manager Dialog Box 6 5t 1R |

6. Auditing (TTNLT F1) 8
< #7142 St [{feg @ Function I92™ 63 @191, e, wF, ot Tepin fomeed fiedfe | @ @9 e
AW (4T 9T TRFSICAT A 7S AFTS 2T | SHIdTwa I A G Cell W I 217 ST TS GO
@S A @orees! @ @ Cell A0 &8 | GO TP I S JWF AFE- T (AF IF 2MeqF &y
=l Tools Menu @3 Auditing Sub Menu 55 32y te #ifd | Auditing (g F41) @3 [feg 7w
IR FRRea (s (AT (o f |

7. To Create a Macro (95 TIter! Tofd F41) 8

< Tools Click

<~ Macro Select ¥

<~ Racord New Macro Click 551 Racord Macro Dialog Box =I™1td ©39 Macro Name Box &3 Sty
W It Macro tofd F9Cs 512 @12 Wi fofed (Sta@ws @ I Shortcut key I7= Fco 512 o3 @ kay 6
Type 90 TWR) ASITS

< Ok Click ¥t Macro f&1t3 21 512 ©f 432 Cell @ ot w5 @ @19 @36 Cell @ Cursor W@

< Tools Click

<~ Macro Select ¥

< Stop Recording Click =12 & Tt Macro f&11ta f12if6 Save 2@ |

¢ To See The Macro (Tt ew+a)

o TR TrEfIe FIERTA! (9 20T (o @ Cell @ Macro (W& @wiw F4ce 512 (12 Cell @ Cursor @d
< Tools Click

< Macro Select 3t

<~ Macros Click =1 Macros Dialog Box SIFIta ©4+ #itd &4l Il Macro (SITer) @3 Sietet emf*e 26a
92 SFW @ Macro (Tl & evq F4ts 512 &8 Macro (Uit @3 i Select ¥

<= Run Click Fe12 @ Tiew todt w1 Macro (371eer!) 5 Cursor a4t Cell @ @wf*fs 21 |

NB ¢ 7@ & Macro (1) & Create (0o3t) ¥4 75 &9 Shortcut Key 9217 341 2@ AF ©@ @ Cell @

Macro (1) & e e 512 @72 Cell @3 a5 Cursor e Keyboard @@ <5t & Shorycut Key Press 912
Macro (0t & Cursor i Cell @ 2mfe =7 |
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¢ To Delete The Macro (Wit TRY) 8

o TR AR FISRTAT (*1F ZCA (T I4F 0ot ¥4 Macro () b Jowaieaiz 06 N 2@ o3 @ (@&
@35 Cell @ Cursor Tt

< Tools Click

< Macro Select ¥t

<~ Macros Click 34 Macros Dialog Box SPTta ©2F #t4 tedl I Macro (WIta) @3 et aui+e
@ @2 SRR @ Macro (Wt 6 tiiees 518 @18 Macro (301t @3 919G Select I

<& Delete Click 39012 @ FItx ¢t a1 Macro (W) & IR @ | <SS SISl A= I (LS
Al |

8. To Use Add Ins (471 9 93 IIXR) 8-

< Tools Click

< Add-ins Click F9¢ A1 3td Add-ins Dialog Box SP1tR ©49

< Auto Save Add-ins Click ¥t 5% (V) o= faca

< Ok Click 35t Tools Menu T8 Autosave 9t Sub Menu 5 awf*fs g3 | o4
< Tools Click

< Auto Save Click ¥

< Automatic Save Every Box « 42 153 fodivs 32

< Ok Click s=st g2 3753 #17 7 File Save Dialog Box 6 =P |

¢ To Delete Auto Save (ST I (1S ¢

< Tools Click

< Add-ins Click F9¢ A1 3td Add-ins Dialog Box SP1tI ©49

< Auto Save Add-ins Click ¥ta 5% (V) o= ton=

< Ok Click 4w #7=eits Tools Menu T Autosave Tt Sub Menu 5 ewf#e 2 = |

s sk sheoske st sk sfeoskeste sk sk s sfe ke sk sk seskeske sk sk
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**x Data menu **

1. Sort (TI61 ATSICA) 3
NB 8 S[(73 732 AW FG I CF@ @ @ Column (FA) (& (BTG (ATF TG N[ TG (ATF (WD NI
MR JREH 77 | @3 AR wwd Column (F911W) fofes @ W 5g Yo @@ Face 1T | 92 Fe F44

ey S R G 23 todl I |
A B C D E F G
1| SL NO NAME BASIC H-RENT M-ALU LUNCH TOTAL
2 001 Azibor Number Number Number Number Formula
3 002 Chand Number Number Number Number Formula
4 003 Rajon Number Number Number Number Formula
5 004 Rakib Number Number Number Number Formula

ToTEd SARTE! @1 (<1F T (o1t Cell Pointer Data @3 T49$! (@ (@19 SR @0

* Data Click

% Sort Click

* Sort By Button Click ¥t tosip® Field (F) wtsl ™l Mt o4 @ @ @3 Field (=) Click
(&) 3@

* Ascending Click f (3@ Select $9 Column 6 (=6 (2T I@ WIS (AT 517)

* Desceding Click 3@ (3@ Select $© Column 5 9@ (At (=I5 F1ta TS H17)

* oRFeire Ok Click T8 SR~ Telwe 16 AT |

2. FILTER (TSH1 ¢4te) 3
* Cursor (IPF) @ &= @3 Field @3 M4y @0d
* Data Click
* Filter Click
* Auto Filter Click 35ta1 ateicait #iced (Field) @ =t o 69 51«0 o3 @ &9 G0
Field Button Click @ @ &= @6ite Click (7<) ¥t ¥¢ W@ @ Column (F&1W) €7 IBFS (3 4=
TR (THISTE! (A4l MR | FISCHE T I @FE (0 S0 T
* Data Click
* Filter Click
* Show All Click 2t® 23 | w24t @ Field Button Click 3
* All Click FAW1@3 7R @FC 503 I |

& To Create Custom Filter (3185 517 o) 3
* Custom Filter 9 201 99t Relation Operator €3 78S 2 | (T ¢

= Equal
> Greater Than
< Less Than

>=  Greater Than or Equal To
<=  Not Equal To
<>  Not Equal To 2wt |

% Custom Filter @3 (fSg R I7QT AME | 9T #rFEa 6 (@F OFF@ @ &9 | agone [(feg aak
Filter 31t& 3 fog SR 2GS @ S*12 ol fRrRea 0 (A (& = |
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& To Delete Auto Filter (St 70 GI=T) 8

v" Custom Filter ¥ (414 20 (A1t T4 RBia Q5+ (V127 ACHTE 204 ©U

v’ Data Click

v’ Filter Click

v’ Auto Filter Click 7% 5% 5% () ol firre 2@ 1 5% 5% (V) conet fircet e 715 2= A1 |
& To Create Advanced Filter (aee™ 5@ 7))

NB ¢ Advanced Filter «3 St<peat St Sea 2oews e f7g Cell t& Copy 08 @ Worksheet @3 Sf4ag
@ @I 5T “Mors #A1fF | qemy

v Data Click
v’ Filter Select %19
v" Advanced Filter Click st Advanced Filter Dialog Box =(™td ©3

v Copy To Another Location Click ¥ List Range, Criteria Range & Copy To 77« 3417 #i@
(e fRrrcee TRy )

v Ok Click 7012 fifi® wete S (g AT | 31 T o140s =1 |

v

3. FORM........ : TOB! G &
(A). To Entry A New Record (77 @35 @S i F41) ¢

v &g Record Entry <1 A8

v Data Click

v Form Click 33t 43f6 Dialog Box STt ©9+

v’ New Click 37 o (51 51291 97 T« | ©1F 4

v’ Close Click w12 o741 ama 9 FF Entry 341 Data @1 Y& AR |
(B). To Edit The Record (T3F€ A« I Afide 1) 3

v’ &g Record Entry 4 SRR3R

v Data Click

v Form Click 33t 43f6 Dialog Box STt ©3+

v’ Find Next Click F0® 2 @ @ a8 498! Record @t (i @32 Find Prev Click st
qF 93 I 379! Record @@ (MR | 93 993 @ Record (@F9)T Aiia It Ao F4cs v12
™12 Record (EF9)T T4 (MITT O A B ARKS A1 AL FC

v’ Close Click T 77 305 o1eueiifée a1 =ifafs &0 A |
(C). To Delete The Record (33 (=) ¢

v 5% Record Entry 41 A58

v’ Data Click

v Form Click 3=t ¢3f6 Dialog Box =Tt ©9+

v Find Next Click F90e Q50 @F O I 2999 Record @ @2td @32 Find Prev Click F3ta

a3 @F @ 2 F7S! Record @& (AT | 93 9B @ Record (FF¢)T were 512 @18 Record
(@)% T4 MAE ©LF

v Delete Click
v’ Ok Click <1 @ Record (@) Gz A7 *R=SiTs
v Close Click #t12 Dialog Box G 531 TR |
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4. TEXTTO COLUMNS (932 PR MR @11 foq foq e fawx qrea)
e e Taiod g 936 2F (od! FACS A | (R FTHIGTEAR M4 GF2 70 Spacebar e g3 | o=
S e i 6t oo 7 |
A B C D E

NAME BASIC H-RENT M-ALU GROSS
TUTUL 8000 600 400 9000

RAKIB 5000 500 400 5900

RAJON 6000 400 300 6700

5 | CHAND 7000 650 400 8050

B[N |-

V' @37 T FIETE T T SR

v Data Click 3w, Text To Columns Click, Delimited Click 3w, Next Click
v Space Click @, Next Click, Text Click 3z

v’ Finish Click T2 @l S0 GT16Te! SRR for foq T 5 A1 |

*% Window menu **

1. NEW WINDOW (933 FIRCER GFI8=F F4) 8
v’ Window Click ¥
v" New Window Click 3907 492 301 9313 7 Tof T fog fog T3rwITe AT |

2. ARRANGE (Lo T2 A FIRASCE G (ARY) 8
v’ Window Click, Arrange Click 3 T3t @36
v Option Click 3= 2, Ok Click %5t=2 Open <1 File o1 €12l (41T |

3. Hide Window (CATeT SITST TR TN 8
v" Window Click, Hide Click 4t Open == Window 0 #[f% 2 |

4. Unhide Window (01 2121 B3 Refeca =) 3

v’ Window Click, Unhide Click ¥t Unhide Dialog Box =IFTta w3« sjfse ¥l @ WorkBook 6
fefercar weee 512 1 Select Fea

v’ Ok Click s<w=i2 Hide 91 Window 5 frta i1 |

5. SPLIT (B (T IR Ot St F41) 3
v’ Window Click, Split Click #4t12 ®f5 % 2 JA |

S(a). To Delete SPLIT (TS aF«® ) 8
v' Window Click, Remove Split Click F9cs12 #96 @F@s T A |

6. FREEZE PANES (T ¥ Fta 71¢) 8
v’ @ Row @& Freeze ¥t Pointer T Row @9 s (e
v’ Window Click, Freeze Panes Click

6(a). To Delete FREEZE (e Sfora vrex) s
Window Click, Unfreeze Panes Click

sk ok s o s e sfe ke sk skok sk
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To Create A Salary Sheet ((FI7 &fed17 (o7 N7 &7 771) 3

NB 3 & 2fpita aora o7 [ *EAees T4 =1 | areonda Jo (@@t 1 877 fofe 303 wid House
Rent, Medical Alaunce, Lunch, Tt (vexl =7 @32 Profidient Fund, Income Tax, Group Insurence
Toji O (IO (AT A T | T AR FAPgE F1 = Basic 9die ¥ (qoca TH7 fofe wea | fve Wme
HISANATE G AfSHIET @O IR TMa Aafe ed 2@ | M @i afeditR @ome TR @@
FACS T @ ARSHIE *ISLTE WMot TACe TR SRR IR oF IS Q@ | O AP ot fFferfie wafo
oA R ([FOR TR @@ T4 il |

A B C D E F G H 1 J K
Name | Basic | H-Rent | Medical | Lunch | Gross | P-Fund | I-Tax | G-INS | T-Deduct | Net Pay
Tutul | 8000
Chand | 9000
Rakib | 7000
Rajon | 6500

DB ||

I TS gHiore (e Jaetsl dws S | W AN Wwg Cell @ ey J@etstl s F99 #[ Inter
Press ¥30e T3 | Myfeiide s@uten @3 [ *req $oF fofe 3@ et Sitr | autEs [Eifre weRe [/ee
Tl AT R TRITOR AT P | 3] AR (@ (S #0887 fofe 30 taoras M7 (37 F90e #1703 |

X C2 Cell Q@ Mouse Pointer TATL 3
=[F(B2>=8000,B2*45%,IF(B2>=6000,B2*35%,IF(B2>=4000,B2*22%,B2*15%)))

X D2 Cell @ Mouse Pointer TR 3
=[F(B2>=8000,B2*40%,IF(B2>=4500,B2*28%,B2*18%))

X E2 Cell @ Mouse Pointer TITL 3
=IF(B2>=8000,B2*34%,B2*22%)

X F2 Cell @ Mouse Pointer T 8
=SUM(B2.E2) w2dt =B2+C2+D2+E2

X G2 Cell @ Mouse Pointer TIH
=B2*12%

X 2 Cell @ Mouse Pointer TICL 3
=IF(B2<5000,0,IF(B2<8000,(B2-5000)*1%,(B2-5000)*2%+90))

X 2 Cell @ Mouse Pointer TITL 3
=[F(B2>=7000,B2*22%,B2*8%)

X 92 Cell @ Mouse Pointer T 8
=SUM(G2.12) w2a1 =G2+H2+12

X K2 Cell @ Mouse Pointer T 8
=+F2-J2

To Copy The Formula (FLe1 3 1) 3 @ faz 7o (1 FCaCRA SN 9@ LR ML Y@ (&l
TR (@ForTR IR e | g e e v s fotie 6 =@ 3 <o =5 sam foiee e
AT T FICS Z(A OIR0A A2 OF ARG | W A6 TSR @TF A OIZCE Y2 W0 62 T2 4=
FET 149 Rt 4@ w0 A @ S S Mo T I @@ F9 7w | R[Sy Amfere v wet sace
Al | &I T QAR ARG “Tafe *eepa 736 (A0S (& 9 |
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To Create A Result Sheet (ZIG/RIGIHT FF5IT T (7 F7]) 8
NB 3 @ = 2fSo1 Fie Fa0e 0 DG/FAWA 2 TA (@9 IS T | T ARSI N wa/zar
F @ FPTOR QT TR FoFe] (I I WA F3FF AL S AL IS | ©2 43 o Y I720S
FITHR M @ @SF IR | WP SR [EafTe 2 AR el 37 T AN 4 SRR MK Sws
T/ AT AT (@9 T AW o Y

A B C D E F G H I J
1 SI-No | Name | Reg No | Rool No | Ban-1 | Ban-2 | Total | Eng-1 | Eng-2 | Total
2 001 | Rakib | 32598 | 05894 Formula Formula
3 002 | Rajon | 32599 | 05895 Formula Formula
4 003 | Rafiq | 32600 | 05896 Formula Formula
K L M N 0) P Q R S T
Math | Econo | Civics | Logic | History | Geography | Total | Division P/F Avg
Formula | Formula | Formula | Formula
Formula | Formula | Formula | Formula
Formula | Formula | Formula | Formula
[~

T g3fs IARAS o TR 27 YA/TAWA 2l 77 FFTS FCE TR | BE/ZAMR 28 T7 3 ¥3 [0 AR
o7 P JaeteT els T2 W@ ATFR Ao T (I AR | AT A [ Cell @7 Ty F@ete
7 F99 < Inter Press F909 X9 |
X G2 Cell @ Mouse Pointer TIH ¢
—SUM(E2,F2) 5iaat =E2+F2
X 92 Cell @ Mouse Pointer TR 8
—SUM(H2,12) st2dt =H2+12
¥ Q2 Cell @ Mouse Pointer T 8
=SUM(G2+J2+K2+L2+M2+N2+02+P2) (SUM 357 featzmes)
X R2 Cell @ Mouse Pointer T 8
=IF(Q2>=890,“STAND” IF(Q2>=750,“STAR” IF(Q2>=600, “FIRST” IF(Q2>=450,“SECOND” IF(Q2>=330,“THIRD”,“FAIL")))))
X $2 Cell @ Mouse Pointer T 3
=IF(OR(G2<66,J2<66,K2<33,1.2<33,M2<33,N2<33,02<33,P2<33),“FAIL”,PASS”)
X T2 Cell @ Mouse Pointer T 8
=Q2/10
To Copy The Formula (et Ff% FaT) 8 Salary Sheet o FaR 797 fPoaR F1 FF T FHiewe | w5
S+ 419 fs @32 | Result Sheet a3 &1 S+ 11 f*ca 736 (A @& 707 |

To Create A Commission Report (¥ [rasiedt #31) s

A B C D E
1 | SI-No |Code No Name Total Sale Commission
2 | 001 |BG-501 Md. Chand Ali 85000 Formula
3| 002 |BG-502 Rafiqul Islam 52050 Copy Formula
4 | 003 |BG-503 Mr. Rajon 35000 Copy Formula
5| 004 |BG-504 Mr. Rakib 7000 Copy Formula
6 | 005 |BG-505 Md. Kamal Hossain 47000 Copy Formula

E2 Cell @ Mouse Pointer TITH:
~IF(D2<15000,D2%6%,IF(D2<30000,D2*12%,1F(D2<50000,D2*20%,IF(D2<75000,D2*25%,IF(D2>=75000,D2*30%)))))
T& @i el F 2 (7 Enter Press 4 | SR 11w (I (olted | 75 *tea To fofe s s

TN FCACRA ©f JITS (2ATACRA 01 SAF AT | (I A7 ApCe e FRIASI L P |
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To Create A Electric Bill (Rwys Qe iedt #37) 8

fagie el todt A 2td Company FE& 2 *Set (& re 73 | AWM *[Sutsl @iy = @, AIRS 0
ZTAA b <46 T30 ©fF K@ 203 5.2 Il ZICR | 0 FEAGA 6 236 Fa0e1 ©F o1 27 3.9¢ Il = | ©eo
ZTG7 b 435 Fa0a O @ T 2. BT YW | oo TIWHR N6 246 Fa031 ©F [ 27 2.9 BIF T | @32
AZF oo TTMWHA XA To2 46 (X 7 39 O Rel 7 0.5 BT TR | TARS *SAATHF WS AIRGF 6
e 1 todt F97 &=y b9 &% @ @ 97gi@ F | Cell No, Total Unit, Unit Price, Etc #fR@ed @97 |
AT FRT3a N0 (TS TR @d 2ediel 6 - |

A B C D E
1 | SI-No |Meter No Customer Name Total Unit Total Bill
2 |001 10001 Md. Sazzed Hossain (Chad) 850 Formula
3 002 10002 |Rakib Hasan 350, Copy Formula
4 003 10003 |Mr. Rajon 480, Copy Formula
5 004 10004 |Mr. Rafiqul Islam 290, Copy Formula
6 |005 10005 |Md. Azibor 100, Copy Formula

E2 Cell 9 Mouse Pointer TATL:
=[F(D2<120,D2*1.2,IF(D2<210,D2*1.75,IF(D2<350,D2*2.1,IF(D2<500,D2*2.7,IF(D2>500,D2*3.1)))))
& @b A T A ¢ Enter Press %« | SIS i@l 917 oItz | @319 Formula Copy 3 |

P22 AR TP (ATACRA | IR S AR [y et Cwdit <1 AW |

sk sk sk sk ook sk skeoskeosk skosk skok

To Create A Wage Sheet (Jg# 75 (o] #7]) &

2 8 GF SECSD @FAICe W *S [Fg @11 Wi T4 2 @, ©id TRIRCS RS v T51 I I\ Fa00

(R | 93 b B! FE S TOR G SIMACP R0 BIF IR (94 Wi I TR | W[ €3 b TOR ASRS @ TS
o] FC FAE (12 NI &) &fs THR A b BIF IR @09 T TR | @2 *[$[1@ Overtime & Total
Payment @3 2113 if2q 00 = | G 101 FNGICTR &) ity Ife© 2 G2 @S] PR F |
A B C D E F

1 | SI-No |Code No Name Working Hour| Over Time | Total Payment

2 001 | IT-101 | Kamrul Islam 15 Formula Formula

3 | 002 |1lIT-102 | Razzak Al 12 Copy Formula| Copy Formula

4 | 003 |IIT-103 |[Babul Ali Khan 8 Copy Formula| Copy Formula

5 | 004 |I1lIT-104 | Rabiul Mia 18 Copy Formula| Copy Formula

6 | 005 |IIT-105 | Zafor Bhuiyan 16 Copy Formula| Copy Formula

E2 Cell Q@ Mouse Pointer TL: =[F(D2>=8§,D2-8,0)

F2 Cell Q@ Mouse Pointer TATL: =IF(E2>0,8*20+E2%25,D2%*20)

T® @b eAls Tl A (It Enter Press 3@ | S Fe@rel T (o1t | @9 Formula Copy % |
632 TR TP (oA | TSR IS X[ WFF NGl A5 codl T4l I |

sk sk sk sk skeoske sk skeskeske ks skok
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Microsoft Excel XP

To Create A Premium Report (JI7 =" RAmT [t todt #37) 8
W @ A @2 [ g =S A @z @12 #1857 BoF fofe T2 Premium Fd 31 =10 | W 324 @
I @FNR > M 9T W @, [T d¢ I W6 TA  Premium @ deoo TR | I wo IRER I =G
Premium (@ 000 B | I 8¢ I=CEF 6 == Premium ZE 8oo T | I 8¢ IZEE 2T T92 T @
T Premium T oo ST | T@ERS *SAAIE fog fog 7N @ 7391 I F19 F© Premium TR ©f GR F9 |

A B C D E
1 | SI-No |Code No Name Age Premium
2 001 |TU-1001 Md. Rahim Ali Khan 85 Formula
3 002 |TU-1002 Rafiqul Islam 52 Copy Formula
4 003 |TU-1003 Mr. Rajon 35 Copy Formula
5 004 |TU-1004 Mr. Rakib 7 Copy Formula
6 005 |TU-1005 Md. Kamal Hossain 28 Copy Formula

E2 Cell @ Mouse Pointer WC: =IF(D2<15,1500,1F(D2<30,2000,IF(D2<45,2400,2800)))
T @is 2T 1 =@ ¢ Inter Press @7 | SRR T (A (10RA | 5 #1031 Sofa fofe wea @l e
FCARA S JATS (ATICRA 0o NG YT | (I S0 A R TS AT T8 |

To Create A Sales Report (R&¥ f[Fea5tes] #41) s

A B C D E F G H | J
1 |SI-No|Code No|Name of Item |Quantity| Unit Price|Total Price| Commission | Payment|Paid |Return
2 | 001 [MB-501 Rice 8 220 2000
3 | 002 | MB-502 Tea 5 56 500
4 | 003 | MB-503 Sugar 7 850 6000
5 | 004 |[MB-504 Soap 3 105 500
6 | 005 | MB-505 Fish 15 85 1500
F2 Cell @ Mouse Pointer TICL: =D2*E2 G2 Cell @ Mouse Pointer TR =F2*5%
H2 Cell @ Mouse Pointer TIC: =F2-G2 92 Cell @ Mouse Pointer TACY: =[2-H2

T @G AT 1 R (71t Inter Press T | SRR Tt (ofta ¢olted | 7 *0eq Toix fofe e st e
PR O JATS (AATACRA 0T AN T | (FI 01 A1 e ARIAOR NG T |

To Create A Bank Pass Book (T1% 717 3% (o%] #41) ¢

A B C D E
1| Date & Time Previous Balance Deposit Withdraw Current Balance
2 05/06/02 5000 Formula
3 06/08/02 Formula 6500 500 Copy Formula
4 08/09/02 Copy Formula 5000 Copy Formula
5 12/12/02 Copy Formula 4000 Copy Formula
6 02/02/03 Copy Formula 10000 Copy Formula

E2 I B3 Cell @ Mouse Pointer T: =B2+C2 -D2
T& J@is AR5 1 JR (N0 Inter Press 3@ | SR Tl ¢T3 (9lted | 93 Formula Copy 3% | Bl
T 8 BINTE “ FOIta ©f A Fare T [@ifve Frecea a6 e @& e |
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